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related to document text , based on analysis result and inserts answer 
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JP 2003203070 A JA 7 4 

AI ert i ng Abst ract JP A 

NOVELTY - A t r ansrri 1 1 er (12) transrrits document to information processor 
for analyzing document content. A quest i on generator (14) extracts and 
generates irrportant sentence related to text of document as a question 
sentence, based on analysis result. An answer generator (15) generates 
answer sentence with respect to generated question sentence. An insertion 
unit (13) inserts generated answer sentence in the document. 

DESCRI PTI CN - I N DEPENDENT CLAI WB are al so i ncl uded f or t he f ol I owi ng: 

1. e - mail generation met hod ; and 

2. corrput er readable storage rredi urn st or i ng e - rrai I generation 
pr ogr am 

USE - E - rrai I production apparatus. 

ADVANTAGE - Enables a document at i on person to acquire suitable answer 
sentence corresponding to question sentence, quickly. 

DESCRIPTION CF DRAW NGS - The figure shows the block diagram of the e - 
mail production apparatus. (Drawing includes non - English language 
t ext ) . 

12 t r ansrri 1 1 er 

13 i nser t i on uni t 

14 quest i on gener at or 

15 answer generator 

Ti 1 1 e Ter rrs/ 1 ndex Ter rrs/ Addi t i onal W>rds: MM L; PRODUCE; APPARATUS; 
GENERATE; ANSV\ER; SENTENCE; RESPECT; QJESTI CN; EXTRACT; I IvPCRTANT; 
RELATED; DOCUMENT; TEXT; BASED; ANALYSE; RESULT; I NSERT 
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Description of the Invention: 

...input section, the whole corresponding character string may be 
inputted, or alternatively, when a top character string corresponding 
to a user narre is inputted, a character string from a character @ 
downward (a host dorrai n narre "dsnrrail.dsn.gp2dp.co.jp" of an electronic 

rrai I server wi t h whi ch t he di gi t al copyi ng rrachi ne 203 di r ect I y 
corrrruni cat es) may be added automatically . A character string such 
as a t i 1 1 e of a t r ansrri 1 1 ed docurrent i s i nput t ed in a subj ect sect i on 304 
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Personalise bulk emails with Mcrosoft at ice: conduct an email merge using 
Cut look and Word to give messages the personal touch, (email merging) 

Ivblvbnus, Sean 

Internet Magazi ne, 109, 70(3) 
Auturm, 2003 

ISSN: 1355-6428 LANGUAGE: English RECORD TYPE: Ful I t ext 

V\CRD COUNT: 1966 LI NE COUNT: 00152 

TEXT: 

Two words could triple the response you get to your bulk emails. 

Email marketing corrpany Stoneshot ( www. st oneshot . corr) found that a 
per sonal i sed gr eet i ng (such as 'Dear Fred') at the start of an email 
increased responses by 300 per cent when compared wi t h a 'Dear Subscriber' 
opener . Its r esul t s came f r om a st udy of 1 , 000 peopl e on an opt i n I i st , 
but it's corrrron sense: As a rule we bin envelopes addressed 'dear 
householder' and open letters from people who know our narre. 

Nearly everyone sends out bulk emails. Most webmasters create 
newsletters to remind their visitors to come back when the site's updated, 
even us (www.internet-rragazine.com/errail_newsletter). Non-profit groups 
and sports teams use email circulars to keep rrerrbers informed and 
businesses often use standard emails to update their customers on how an 
order i s progressi ng. 

W're not talking about spam her e- - unsol i ci t ed messages are always 
unwel corre. 

But you can use Mcrosoft Office to personalise the standard emails 
you regularly send so they're more relevant to recipients. You can also 
filter people out f r om a mai I i ng list if a message doesn't apply to them 
and create flexible email templates which will prorrpt you for the latest 
news. 

We're going to use Mcrosoft W>rd 2000 to perform our email merge, 
and Outlook 2000 as our email client. Mcrosoft claims you have to use 
Outlook or Cut I ook Express as your default email client to make bulk 
emailing work, but it will also work with Eudora. This walkthrough can be 
adapted for Outlook Express relatively easily, and Excel users can irrport 
data f rom spr eadsheet s. 

Unfortunately, Mcrosoft has nobbled Outlook's email merge functions 
wi t h a secur i t y pat ch t hat pr event s vi r uses bul k errai I i ng. If you' ve 
i nst al I ed t he pat ch, you have t o wai t f i ve seconds and cl i ck ' yes' f or 
every errai I you send. But t here' s a f reeware program to ci rcum/ent 
t hi s- - i t ' s included on your cover CD. 

CCNCLUSI ON 

Errai I rrergi ng i s capabl e of rruch rrore t han a personal i sed hel I o. 

If t ai I or i ng t he gr eet i ng can t r i pi e r eader r esponse, i magi ne what 
would happen if the entire errai I content was tailored? Newsletter 
subscribers could be asked to indicate which parts of a newsletter they'd 
I i ke to r ecei ve, of what subj ect s t hey' d I i ke t o be updat ed on. 

The newsletter could then be written to only drop in the paragraphs 
each recipient wants. Personalising the errai I gets it attention when it's 
opened, but if r eader s know you won' t wast e t hei r t i me wi t h i r r el evant 
news, they'll be rruch quicker to start reading. 

You can use errai I merge to enable corrrruni cat i ons that are too 
laborious to cont errpl at e without it. W>rd can easily crunch through an 
Excel spreadsheet, pull out an individual's score from a league table, and 
errai I i t out each week. 

In our exarrpl es, we've assumed that you want to standardise regular 
corrrruni cat i ons. But errai I merge is equally powerful for one-off bulk 
emails. Wien launching a I i nk campaign, for exarrpl e, you could wr i t e a 
standard errai I and create a database to store the contact details of 
potential link partners as you discover them Wien you've finished 
researching partners, you hit merge and the hard work is done for you. 

But it's irrport ant t o do i t right. Bad personalisation is worse than 
none. Vi si t or s wi I I be r epel I ed by a message t hat st ar t s ' Dear 
errai I _addr ess. com . Spam mai I i ng syst errs increasingly try to personalise 
j unk errai I , so your message wi I I be qui ckl y del et ed. 

Create your database so it humanises your standard emails. Potential 



link partners will be quicker to respond if they receive a rressage that 
shows you' ve spent sorre t i rre at t hei r websi t e. Chi y you wi I I know t hat you 
j ust wr ot e a f ew wor ds to f i ni sh t he sent ence I'd I i ke to exchange I i nks 
wi t h you because 

STAGE 1 SOURCE DATA 

Cr eat e t he sour ce dat a f or your errai I marge. Use Cut I ook i f you' r e 
already managing contacts wi t h i t , or W>rd if not 

(01) I NSTALL CLI CKYES To stop vi ruses sendi ng out bul k errai I s, 
Mcrosoft has released a patch for Cut I ook which disables automatic 

mass- mai I i ng. To get around this, we'll use a srral I pr ogr am cal I ed Expr ess 
CI i ckYes. You can download it at www. expr esssof t . com' rrai I mat el cl i ckyes. ht rrl 
or get it from your cover CD. 

(02) ADD NEW Fl ELDS TO CCNTACTS I f you don' t al ready use Out I ook to 
manage your contacts, j urrp t o St ep 6. If you do, add new f i el ds t o t he 
contacts in Outlook to hold any extra information you need for the errai I 
rrerge. Go i nt o contacts, click on the View dropdown rrenu, choose Current 
View, and then Custom se Current View. You can add any of Out I ook' s 
predef i ned f i el ds, or make your own by cl i cki ng on New Fi el d. 

(03) ENTER NEW FIELD DATA For each contact, go into All Fields, and 
choose User -defined fields in folder. You can now f i I I in any errpt y data 

f i el ds f or each cont act . 

(04) Fl LTER RECI PI ENTS Use Vi ew t o show the contacts you want to 
errai I . Wi' ve added a f i el d cal I ed 'PI ayi ng Sat urday?' t o our f oot bal I t earn 
cont act s. If we r et ur n to Cust orri se Cur rent Vi ew agai n ( t h rough t he Vi ew 
dropdown rrenu), we can choose Filter, and under the Advanced options tab 
can make i t di spl ay onl y t hose whi ch have ' yes' i n t hi s f i el d. But t oday 
we're going to errai I everyone. 

(05) EXPORT DATA TO WJRD Go to Tools, and click rrai I rrerge. Make sure 
you can see all t he f i el ds you need on screen, then choose to rrerge only 
the Contact fields in current view--it's less currber sorre than having all 

Cut I ook' s def aul t f i el ds export ed. Choose to rrerge to an errai I , and you' I I 
be pr orrpt ed f or t he errai I ' s subj ect I i ne. Q i ck CK and you' I I see W>r d 
start up. 

(06) CREATI NG THE DATABASE I N VCPD I f you' re al ready usi ng Cut I ook to 
manage your contacts, you can skip Steps 6-9. If not, you'll find W>rd rruch 
simpler for creating the database. Select Mail Marge from the Tools rrenu, 
and choose to Cr eat e Fr om Let t er s in t he Act i ve W ndow for the rrai n 
document . 

(07) CREATE DATA SOURCE Choose to create the data source- -you can 
also open an existing data source, such as an Excel spreadsheet or a W>rd 
table. Excel has advanced calculation options and makes data easier to see 
and edit, so i t ' s useful for sophisticated errai I rrerges involving 

corral i cat ed information or big databases. 

( 08) ENTER THE DATA Now def i ne whi ch f i el d narres you' d I i ke to ent er 
dat a under . W>rd has a I i st f or you t o pi ck f rom but it orri t s errai I 
addresses, so you'll need to add that field name yourself to do an errai I 
rrerge. You can create your own field narres as long as they don't have 
spaces i n t hem 

(09) SAVE THE DATA You' I I be pr orrpt ed to save the data file and asked 
i f you' d I i ke t o edi t it. Wien you edi t t he dat a, you' II be gi ven f r i endl y 
forms to corral et e. You can re-edit it later through the Mail Marge rrenu in 
Tools, or you can open the file you saved and edit it as a Wrd table. 

STAGE 2 

CREATE THE EMM L 

Create the standard errai I , inserting information from the database as 
r equi r ed. 

(10) CQVPOSE YOUR EMM L Wa' I I use Wird to edit our For m I et t er , which 
wi I I be t he basi s of t he errai I we send out . Wienever you want to drop in 
sorre data from your database, use the Insert Marge Field button. 

(11) ADD CCNDI Tl CNAL STATEMENTS I f you go t o Add W>rd Field, 
you' II f i nd an opt i on t o i nsert an I f ... Then ... El se st at errent . You 
can use t hi s t o dr op t ext i nt o t he errai I depending on the content of a 
par t i cul ar f i el d. Her e we' r e usi ng i t to send a message sayi ng " you' r e 

pi ayi ng" t o pi ayer s we want on t he t earn f or Sat ur day' s mat ch, and a def aul t 
" sor r y- - you' r e not playing" massage to those we haven't selected. 

(12) MDRE ADVANCED CONDI Tl CNALS If you press ALT+F9 you' I I see the 
code behind the rrerge and word fields. To conpare the values of t wo f i el ds 
i n t he database, you'll need to code your own word fields. The bold curly 
brackets are entered using CTRL+F9. The si npl e code above will corrpare the 
value of t he f i el d Goals_scored wi t h t he val ue of t he f i el d 
Last_seasons_goal s_t ot al for each player. If Goals_scored is less, it'll 

i nser t t he f i r st massage, if i t ' s rror e or equal , i t i nser t s t he second 



rressage. 

( 1 3) CUSTOM SE FCR ALL I f you' r e cr eat i ng a st andar d errai I , you rri ght 
want t o change a f ew det ai I s each t i me it's sent . You can use the wor d 
field Fl LLI N t o pr orrpt you wi t h a quest i on t o ent er i nf or mat i on when t he 
rrerge is performed. If you put \o after the question, you'll only be asked 
the question once, and your answer will appear in each merged email. V\e' r e 
using it to insert the narre of this Saturday's opponents. 

(14) CUSTOM SE I NDI VI DUALLY You can also use Fl LLI N to pr orrpt you to 

i nput di f f er ent i nf or mat i on f or each r eci pi ent by I eavi ng of f t he \ o. It'll 
get confusing, though, if you don't insert MERGEFI ELDs in your question, so 
you can see who you' re wr i t i ng about . Her e we' r e usi ng i t to add i n a 
personal pep- 1 al k for each player. 

(15) DOUBLE CHECK YOUR EMAIL Proofread your errai I - - 1 he spel I wi I I be 
broken if people spot the fact your apparently personal rressage is from a 
bulk mai I out , so double check for dodgy punctuation (like rri ssi ng 

f ul I - st ops af t er MERGEFI ELDs) , st r ange gr amrar ( I i ke ' you' r e pi ayi ng i n 
goalkeeper') and bad capitalisation i n t he source data ('Dear SEAN). You 
can preview the final emails easily by clicking the merge button and 
rrergi ng to a new document. 
STAGE 3 

PERFORM A MM L MERGE 

Marge your source data with your errai I and use a i ckYes to save on 
but t on pr essi ng 

(16) MM L MERGE a i ck t he Marge but t on, and choose Mar ge to 

El ect r oni c Mai I . If you cr eat ed your dat a file in W>r d, you' I I need t o go 
i nt o Set up to tell W>r d whi ch f i el d cont ai ns t he errai I addr ess, and what 
t he subj ect of t he errai I shoul d be. You' I I be asked t o conf i r m i t ' s CK t o 
access the Outlook address book fromW>rd. 

(17) COVPLETE Fl LLI N Fl ELDS You' I I be pr onpt ed t o ent er information 
f or t he Fl LLI N f i el ds in your docurrent . 

(18) SW TCH ON CLI CKYES You' I I be warned that a pr ogr am i s t r y i ng t o 
send email, and you'll have t o wai t five seconds and click 'Yes' for each 
email, but you can use Express CI i ckYes to get around this, a i ckYes starts 
rri ni rri sed in t he t askbar , and you can swi t ch i t on of of f by r i ght - cl i cki ng 
on i t . You' II f i nd your personal i sed errai I s i n your Cut I ook Cut box or t he 
Sent I t errs f ol der . 

THE LQADQAN 
DI FFI CULTY 

VHAT YOU NEED TO KNOW 

Sorre f arri I i ar i t y wi t h Cut I ook and W>rd- - you' I I need t o conf i gur e 
Cut I ook as your default errai I client 
HOW LONG W LL I T TAKE? 
2 hours 
JARGON \AATCH 

Dat abase A col I ect i on of r ecor ds. Li ke a f i I i ng cabi net full of i ndex 

car ds 

Errai I rrerge To i nser t sel ect ed i nf or mat i on f rom a dat abase i nt o an 

errai I 

Fi el d Afield is used to store a si ngl e pi ece of i nf or mat i on about 
sorreone, such as their narre, age or errai I address. Like one I i ne on a card 
i ndex 

Record A col I ect i on of f i el ds about t he same person. Li ke a card i n a 
card i ndex 

MDRE I NFO 

Downl oad Expr ess CI i ckYes and f i nd i nf or mat i on on conf i gur i ng the 
security in Cut I ook Express for bulk emails 

www. expr ess- sof t . com / mai I mat el cl i ckyes. ht rri 

A handy eight page guide to W>rd field codes- - usef ul for rrore 
sophisticated errai I merges 

www. pcsuppor t advi sor . com / sasarrpl el e1 1 82. pdf 

Mcrosoft's Outlook 2000 \Aebsi t e 

www. rri cr osof t . comf of f i ce / pr evi ous/ def aul t . asp 
OOPYRI GHT 2003 EMM 3 Madi a Lt d. 



